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8 NOV 1959 CD 


MEECRANDUM FOR 

ATTENTION? 

SUBJECT: 


The Comptroller 

Administrative Officer 

Reclassification of Po sition 1900. Fis cal 
Control Of f icer 13S-11 


25X1 A6a 


1. To confirm a telephone conversation between yon and a 
representative of this Division on 4 November 1959, the subject 
position has been reviewed and a determination made that the 
appropriate classification of the position is Finance Officer 
GS-0510 .14-12 . 

2. Final establishment of the positionatthe GS-12 level 
is subject to provisions of Agency Notice 

FOR THE DIRECTOR OF PERSONNEL: 


25X1 A 




.sew*®* 
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Standard. Foion 63 
Jan. 1052 


U. S. Government 

MEMORANDUM OF CALL 


TO — 

Ruby 

□ YOU WERE CALLED BY 


Date I 7 


Time 


□ YOU WERE VISITED BY 


17 June 1959 

Nothing has been resolved re this 
position as per conversation 
between Mr. and Mr. 25X1 A9a 

Saunders this date 


Number or code 


telephone: 


Extension 


□ PLEASE CALL □ WAITING TO SEE YOU 

□ WILL CALL AGAIN Q WISHES AN APPOINTMENT 

Q RETURNING YOUR CALL 


25X1 A9a 
25X1 A9a 



Left Thus Message: According to FE, the 
j ob : S o far it has not been resolved. 
JMB discussed the matter with Mr. 
yesterday at whinJ^im^h^jhole thflSg 

I I In Iji turn is 

going to discuss the matter" wit£ 
ei ther today or tomorrow. She 
will let us know what happens. 


25X1 A6a 
25X1 A9a 


25X1 A9a 
25X1 A9a 


Received by— 


U. S. GOVERNMENT PRINTING OFFICE : 1957—0-412829 
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4 MAY ‘959 


CONFIDENTIAL 


MEMOmaUJUK FOR: chief of Support, FE Division 


SUBJECT 

25X1 A REFEHEHCES 


Finance Positions 


25X1 A6a 


a. Dispatch Atd 13 May 53, eubj : Establishaent 

of 5/0 slots for Finance Branch 

b. Man Atd 1<$ JUl 58 ^ SSA-DD/S ft c/FE, suhj: 25X1 A6a 
Finance Positions, HHHHHHMI 

e. More Atd 25 Mar 59 to Coapt fr C/Mgm t, suhj: EstahUshsent 

of T/O slot - Finance Branch 25X1 A6a 


1. She Office of the Cooptroller has been in the process of negotiating 
for the past several Booths vith the chief. Salary and wage Division, Office 
of Personnel, and the Management Staff re lative to the establishaent of a 
OS-12 Finance Officer position 


2. Based on the information furnished in Dispatch dated 2 

13 May 1958, Reference a., this Office is of the opinion that six position 
slots ere required to adequately perform the finance duties. On 23 April 1959, 
the undersigned met vith the Chief, Salary and Wage Division and it was con- 
cluded that the following proposed t/ 0 could be approved by that Division if 
personnel ceiling and slot are transferred for the GS-5 Fiscal Accounting 
Clerk to SF Career Service: 

Current T/O Pr o p ose d T/o 


25X1 A6c 
25X1 A6c 
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^ iOEMTi A 


3. file proposal upgrades the GS-1X position to GS-12 end transfers t he 
OS-5 Fiscal Accounting Clerk position end ceiling to the SF Career Service. 
The M a nagement Staff has agreed that the proposal eliminates the objections 
raised by tfaea in Reference c. 


4. It is requested that appropriate action, he taken to transfer personnel 
ceiling and position for the Fiscal Accounting Clerk to the SF Career Service, and 
advise this Office of the effective date. It is believed that this action is 
in line with your proposal made in reference b. 


5* Prompt attention would be appreciated in this matter since an SF 
employee has been selected to fill the OS-12 pcs ition and is currently being 
processed for this assignment. j 

FOIAb3b' 


E. R. 8ABHEBBS 
Comptroller 



epr 

Distribution : 

0&1 - Addressee 
jl - Signer 


I 


CONFIDENTIAL 
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For Release-#601/03/307ciA^RDP80-01240AS80200060002-3 
Office Memorandum • united states government 

date: 2 5 MAR 1959 

ro : COMPTROLLER 


from : Chief , Management Staff 


SUBJECT : 

REFS : 


Establishment of T/O Slot - Finance Branch, 

A. dated 13 my 1 ^ 58 £ 1Q cft 

B. FE Division Memorandum, dated 16 July 195° 

C. Finance Division Memorandum, dated 2 December 1 95 

D Finance Division Memorandum, dated 20 February 1959 


25X1 A6a 
25X1 A6c 


1. We have examined the positi on descr iption which was 2 5X1A6a 

resubmitted for a GS-12 position at^HJJ ^ ^ that 

position is almost identical to the position of Chief in that 
?t provides additional supervision rather than ^workxngas sis t- 
ance. The Table of Organization shows six positions a Chie , 

G-S-1V a Supervisor, GS-llj a Fiscal Acct. Ass 9 > 

AcSS Abb*,, GS-7i ana one OS-5. B» ®-5 P°axtxon 
would be replaced by the proposed GS-12 position. If 
approved the request, three of the six 
supervisory. Three would not. This rati 3 3 

make for over-supervision and less productive work. 

2. We have advised the Salary and Wage Division that we 
will not concur in the establishment of the new position until 
it is clear that it will not further i ncrease the number of 
supervisory employees . 



25X1 A9a 


Ed: 

The above suggests that the whole matter of supervisory 
positions might well be a matter of ta sk force concern , or 
at least a source of savings on your 



25X1 A9a 


wjloHL r 
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_ Sender will check classific / r» top and bottom 
> I UNCLASSIFIED 


CONFIDENTIAL 


SECRET 


Central Intelligence Agency 
OFFICIAL ROUTING SLIP 


TO 

NAME AND ADDRESS 

INITIALS 

DATE 

1 




2 




3 




4 




5 




6 





ACTION 


DIRECT REPLY 


PREPARE REPLY 


APPROVAL 


DISPATCH 


RECOMMENDATION 


COMMENT 


FILE 


RETURN 1 


CONCURRENCE 


INFORMATION 


SIGNATURE 


— ^ . ti 


. '*?***' 

s&//~ ZZ ^ 



'jr 






>*• 




FOLD HERE TO 




flees 


7 


FROM: NAME, ADDRESS AND PHONE NO. 




IENDER 


UNCLASSIFIED 


CONFIDENTIAL 


DATE 


SECRET 


FORM NO. OQ7 
I APR 55 410/ 


Replaces Form 30-4 
which may be used. 


(40) 

U. S. GOVERNMENT PRINTING OFFICE ; 1955 -0-342531 
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25X1 A6a 
25X1A 


25X1 A6a 


25X1 A 




Approved For 
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" ilia ' dlfiiUfiR tf 


3* 
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r-j . j d^iyMAE Jr- . 

, ii*li ?A «!aOL 

fr, % ' -. . ...... ...A jf Ip I IhkMj: li 


• F«V 


4* 
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4 . nntinl nmll* talUattw *»*t *»• t«k«n at all tbseootrol 

«f aSSSSiUM r**ore« la to mf that W»<tr® la |*ro*-*r Mtoortty an4 
do imtpiiit im" ft* r fT ^ t -^n tritfinjutilon ~ t v i 4 u.irin„HblM|T in n- 
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**H*6 -'aptMi -ta at iffiv? v*T *\ 1 ^*"0*0^** f ass* 


25X1 A6a 


«. mm * ■««* w 1 *»• * u tJ »: t* 

^j^iirVtyTa a aMwrsd U. Btosut* ****** 

of 2 s*ta of rsaorda 

a faotar i» all financial **tt*ra. 25X1 A2d2 
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✓ 



Approved For Release 2001/03/30 


CIA-RDP80-01 240A000200060002-3 




l Mun ^ Pix rnam* of Work: I* poaltitm if AMUtant Chi«f of fli 
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25X1 A2d2 
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SECRET 


BBS 7 copy 
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30 MnsT 1359 


fSURT 

nmoee 


POR: Chief, Position Evaluation Division 
Deputy Comptroller 'V- A 

■ station 


25X1 A6a 

Finance Position - I 

25X1 A2a 

A HIM feta* 13 May 1958 
l , m Division M— a r andnn* dated 16 July 1958 
C - naw« Division Memorandum, dated 2 Beceufcer 1958 


1. Reference A. B and C warn returned to this office on 
30 Tsnmrr 1959 for further consideration as to the degree of reasons - 
feiliti*# prop©*#*! OS- 12 poalfc i« vtmld €«erct9«* 

* the position Ascription has bean rewritten to eliminate the 
iaplleatioa that the position eenld be a full-time Deputy. It i. believed 
description as rewritten ellntnates this problem. 

3. Harters of this office will be glad to discuss any aspects of 
tMa position if you so desir*. 


25X1 A9a 



Acting Chief* finance 


1. Inference A 

2. inference 1 

3. •afsrsnee C 

4. Position description 

Distribution: Orlg. & 1 - 

1 - 
1 - 
1 - 


- OS-12 

Addressee w/atts. 
Comptroller w/att.#4 
FE v/att.#4 
AC/FD v/att.#4 
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25X1 A6a 


Finance Officer GS-12 
BTrig$ AW) RESPONSIBILITIES : 

1. A^Ttaanc^Officer and Authorized Certifying officer 

for the incumbent is responsible for assisting the 

Senior Finance Officer in providing assistance sad guidance to Station 
personnel on budgetary, monetary and financial natters. Be will set 
as Senior Officer in the absence of the Senior Finance Officer. As 
designated Authorised Certifying Officer, he is responsible for lapis* 
men tat ion and execution within his ares of jurisdiction of all responsi- 
bilities and activities falling within the purview of that office. 

2. Renders opiolon(i) to the Senior Finance Officer with particular 
emphasis upon budgetary and financial planning, interpretation of regula- 
t ions , project authorities. Adm i nis trative Flans, Fiscal Annexes, proce- 
dures, allowableness of expenditures and the allocation and use of 
Confidential Funds. 

3. Assists the Senior Finance Officer in the discharge of the 
duties and responsibilities outlined below: 

a. Responsible for the financial control of all f un d s sent 
to this area and for maintenance of appropriate records to account 
for such funds at all times. This requires that the provisions 
o^Class "A" station Accounting and Reporting Procedures, FHB 
MBMWM are complied with, i.e. , records are established to 
cover the receipt, custody, disbursement, transfer end control of 
funds made available to the installations in the area. 

b. Responsible for the review, audit and certification of 
all finan c ia l transact ions occurring at each of the installations 
in the area. 

c. Responsible for complying with the provisions of the 
Financial Accounting Procedures for Property (Manual Method), FHB 

*•••» financial accounts are maintained covering pro- 
perty transactions and the preparation of financial property reports 
for submission to Headquarters on a timely basis. 

d. Interprets and tap laments Headquarters and other applicable 
financial regulations, handbooks , Administrative Plans, Fiscal 
Anotaes, directives and instructs appropriate installation person- 
nel accordingly. 

e. Furnishes technical guidance and direction to Station 
personnel assigned responsibility for maintenance of accounts, 
submittal of financial and budgetary reports and custody of 
official funds. 
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f . itvim and interprets the financial requirements of *11 
incoming documents in order to determine the effect upon the 
station's activities. 

g. Determines that all correspondence (finance) to in accor- 
dance with applicable regulations and Handbooks, that it to in 
proper fora and that the text is clear, accurate and concise. 

h. Supervisee the reduction and disposal of financial records 
in accordance with regulations or handbooks. 

i. Maintains liaison with other agencies and com m er cial 
organisations where appropriate, in connection with funding and 
other fiscal natters. 

j. Assures that accounting reports are submitted currently 
from operations serviced and that delinquent, suspended or disallowed 
items are cleared without delay. 

k. Guides and advises individuals handling funds and account- 
ings of the proper practices, procedures, methods, for the purpose 
of complying with regulations, handbooks and other pertinent finan- 
cial instructions received from headquarters. 

l. Establishes and reviews fi n ancial and control procedures 
for the station and other operations serviced within the area sub- 
ject to prescribed general Headquarters policies and procedures. 
Reviews and analyses the status of operations end other advances 
and takes appropriate administrative action to effect settlement 
within established Am dates. Advises the Senior Finance Officer 
and/or Chief of Station on technical matters and responsibilities 
relating to the Financial Management Improvement Program. Advises 
operating personnel on financial matters concerning their specific 
activities both in an operating and a planning stage. 

m. Computes end processes salary due on local hire contract 
employees. Establishes and maintains payroll and tax records on 
local hire contract employees mod field allotment (salary) records 
on staff and other contract employees. Advises station personnel 
of their tax responsibilities. 

a. Supplies information to Headquarters regarding long an d 
short term trends and projections In monetary exchange rates in 
this area. 

o. Receives budget instructions from Headquarters and instructs 
principal operating officials in the preparation of the budget esti- 
mates for their components. Reviews the estimates for adequacy and 
consolidates Into final fora for submission to Headquarters. 
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p. Prov ides assistance and guidance to operations officials 
in the formulation of the financial requirements for new project or 
activity proposals, Administrative Platts and Fiscal Annexes for 
submission to Headquarters for approval. 

q. Performs related work as required. 

xx. sggggvisi^ m 


Under the attoiaistrativo supervision of the Senior Finance Officer. 
Written guides for the position are Agency Regulations, Handbooks, 
issuances from the Office of the Comptroller, Finance end Budget Division, 
Administrative plana and Fiscal Annexes for Projects. Considerable 
amount of work performed by the incumbent is done without detail pro- 
cedures, however, written guides for the project may be utilised. 


xxz. ga suMjmm. m 




Bi 


As prescribed by Qualification Standards, 


w. mmmmsm. mama s 

This position Is distinguished frow lower grade positions by the 
fact that this position has responsibility and accountability to the 
Comptroller, Headquarters , for the certification of accountings and elates 
submitted by operational projects f activities and installations serviced 
in the area* It is a dual position comparable to a Certifying Officer 
Position in the Operations and Liaison Branch; Accountant in the Accounts 
Branch* Finance Division and a Budget Analyst* Budget Division* at Head* 
quarters. 


In addition, this position requires considerable contact with the 
Chief of Station* Operational Officers and Case Officers to provide 
assistance* advice and guidance on financial natters for the operations 
and activities the area is responsible for. 



, k \ i 


D 
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2 Po co e faor 1958 


msmtmm k*i at *f. i*.iu«tioa Divi*too 

) r « 


THMJs 

SOTJECTi 

umnasi 


Acting Oooptroller 
Finance Position* 


25X1 A6a 


t - n M» 


4*t*4 18 Mey 1958 ° 25X1 A6c 


dated 16 July 3358 


u teftHKe A end B mm received in tide nifice for rwiwr 
on 10 Boveober 1958. 


a The Finance Oivlnion eoocnrs to paragraph 2 of ******" ee 
1 of Mt«bll«fcin& the a ew OS -12 yo«iti«. 

5* t8* pro posed C8 -12 po altioa tfwcTlptlgn tox a* 

«-»■» * l r„X^lSS)1Sl?S.13 5T ~ 

•‘“.SS.C 2T.SSES 17— «“ 

SSSSJTto «-u — «-« *—*-• 

4 , t- — of this office will bo *lo 8 to 4 iw»»« •“* “P** 1 * 
of a»*»o*ition» if you fooito* 



25X1 A9a 


paptity Chief, Finance 

2. Kefereoce A „/o end. 

2. Keferesce B w/o end. 

8. toeition deacriptioB - 08-12 w/encl. 

4. foeition description - 08-13 w /end. 


5X1 A9a 


Distribution: 

OMglnal and 1 


1 - 


Finance Div^ 


Addressee 

Controller 

FD 

: dbt/2295 


%*>* 
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&«puty Finance Officer GS*12 


X. Rg fXj R EMTQHSIBILITaS i 


I. I# Deputy Fina nce Officer end Authorised Certifying Officer 
25X1 A6a lev incumbent It raeponelble for furnishing 

i ^iittB uB^pCaSi to Station per so rmel on budgetary, Monetary 
sail f towwii l natters, At designated Authorised Certifying Officer, 
bn it t npaiilU for fayiatn tation and execution within hit area of 
Jurisdiction of ail re s pons ibilities ted *c tivities failing within 
the purview of that office. 

I* term at fi nancial technic al advisor to the Senior Finance 
25X1 A6a Of f icer end Chief of particular aophasl* wpon 

budgetary and financial planning, interpretation of regulations, pro* 
foot authorities, Admin i s trative Fleets Fiscal Annexes, procedures, 
silcwablsaea* of eapeodituas md the allocation and use of Ccmfi* 
dsntial funds. 

3. Responsible, as Alternate Custodian, for the financial con* 
trol of all funds sent to thla area and for maintenance of appropriate 
rasarda to account for such funds at all t feet. This requires that 
tfcjMggJljJgg* of Class n A” Station Accounting and Reporting Procedures, 

era eoaplied with, i.e. , records are established to cover 
the receipt, custody, disbar tenant, transfer and control of funds made 
available to the installations in the area. 

4. tampons ibis for the review, audit and certification of all 
financial transactions occurring at each of the installations in the 


5* Responsible for complying with the provisi ons of the Fina ncial 
Accounting Procedures for Property (Ksxtual Method) , i.e*, 

financial accounts are Maintained covering property transactions and 
the preparation of financial property reports for submiaaioa to Head- 
quarters on a timely basis. 

i* Interprets and Implements Headquarters and other applicable 
financial regulations, ha n dboo ks, Administrative Flans, Fiscal Annexes, 
directives and instructs appropriate installation personnel accordingly. 

7. Furnishes technical guidance and direction to Station personnel 
assigned responsibility for Maintenance of accounts, submittal of 
financial end budget a r y reports and custody of official funds. 



25X1 A6a 


25X1 A 
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I. twvisws and interprets the financial rajaixsaants of all 

te ® rdwr to d * t « r,ldjl “ «» upon tits station's 


t. fistsmine* that all correspondence (finance) is in accordance 
v.u.;s applicable regulations and Hand b ooks t that it is In proper fora 
aaa last w tact is clear , accurate and concise. 


in 


10 ' «hs reduction and disposal of financial records 

aceor&mce with regulations or handbooks. 


11. Maintains liaison with other agencies sad cssmsrcial organi- 
sations dare appropriate, hi connection with funding and other fiscal 
meat®®®* 


It. Assures that accounting reports axe aubnltted currently fro® 
serviced and that delinquent* tu^&ad«4 or disallowed Items 
*» cleared without delay. 


IS* &*ldee mod advises individual* handling fund® and accounting® 

* ^ ? r<£t ^ w > procedure® * methods, for the purpose of comply* 

®NI ***“ regulations* handbook® and other pertinent financial instrue* 
tl»a received fro* Headquarters. 


.. **• *»tahlishes and reviews financial and control procedures for 

tha station and other operation* serviced within the area subject to 
prescribed general He ad qu a r ters policies and procedures. Review® and 
the statu* of operations and other advance® and take® appro* 
prlata administrative action to effect sat descent within established 
*** Adviae® the Senior Finance Officer and/or Chief of Station 

an techni cal natter® and reason® ihil it le® relating to the Financial 
*Ua*g«ttsnt Improvement Progress. Advise® operating personnel on 
financial matter® concerning their specific activities both in m 
operating and a planning stage* 

W* Computes and processes salary due on local hire contract 
employee®. Establishes and m ai nt ai n® payroll and tax records on 
local hire contract employees and field allotment {salary} record® 

«S stsff «id other contract snployees. Advises station persooasl 
of their tax rsspoasibilitias. 


16. Applies information to Headquarters regarding long and 
short tans trends and projections in nenstsry exchange rates in *M» 
area. 


Receives budget instructions from Headquarters and instructs 
principal o per ating officials in the preparation of the budget estimates 
for their components * Review® the estimate® for adequacy consol i~ 
***** «*** final fora for submission to Headquar ter® . 
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if, Provides assistance and guidance to operation* officials 
Is the fomilotion of the financial requirenantg for new project or 
activity proposals, Administrative flaw and »tac*l imamma for 
rttaiHlAR to headquarters for approval. 

If. Parlor*# related work a# required. 




riu Ajaii ti«tiv« supervision of tho Senior finance Officer 

the technical nq>ervieion of tho Chief , fiaiaaea Bivlaina, Head- 
-sorter#, Written soldo# for tho position aro Agency Regulations, 
m»a&0^k$ iasuiaca* fro« th* Office of tho Oooptrollar, finance and 
^ — Division Adainietrativa flta* end fiscal Mono* for Projects. 
SJSdarsbU s«4mt of work parfornod by tho !«**«* J* ^ without 
procedure# , however, written guides for the project nay he 
utilised. 

XXI. 


If. 


AS proscribed by Qualification Standards. 


tm* position i# distinguished from lower grade positions hy the 
fact that this position has responsibility and accountability to the 
Cos* trailer , Headquarters , for auditing, certifying and reporting 
aU accountings and claims submitted by operational projects, activi- 
ties and instal lations serviced in the area. Xt is a deal position 
emrahle to a Certifying Officer Position in tho Operations and 
Liaison Sr anch; Accountant in the Account. Branch, finance Bivtaion 
«nd « Analyst, Budget Bivision, at Headquarters. thia position 

ia the Boputy finance Officer in the erea. 

tr addition, thia position requires considerable contact with the 
**.« .» 0 f station. Operational Officara and Casa Officers to provide 
assistance, advice and guidance on financial ***t er» *f* *** °Pf^ atlons 
”, t K* ar «. la responoible for. The incumbent in this 

position has responsibility, as tha Altern ate C ustodian, for the con- 
trol and eaf keeping of funds tr era f erred fro* Headquarters, trans- 
f erred fro* other installations or obtained in tha area through 
a p p r ov ed funding devices. 
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Senior Finance Officer OS-13 


25X1 A6a 


I. DUTIES ASP RESPONSIBILITIES ; 

1, As Senior Fina nce Officer and Authorised Certifying Officer 
for the incumbent la responsible for furnishing 

aesiatanc^53^u3aace to Station personnel on all budgetary, 
monetary, and financial matters* As designated representative of 
the Chief, Finance Division and Authorized Certifying Officer, he 
is responsible for implementation end execution within his area of 
Jurisdiction of all responsibilities and activities failing within 
the purview of that office. 

2. Serve s as financial technical advisor to the Chief of 

with particular emphasis upon budgetary and financial 
planning, interpretation of regulations, project authorities. 
Administrative Plans, Fiscal Annexes, procedures, allowableneas of 
expenditures, and the allocation and use of Confidential Funds. 

3* Responsible, as Official Custodian, for the financial control 
of all funds sent to this area and for maintenance of appropriate 
records to account for such funds at ell times* This requires that 
the provisions of Class H A” Station Accounting and Reporting Procedures, 
are complied with, ie. , records are established to cover 
the receipt, custody, disbursement, transfer, and control of funds made 
available to the installations in the area* 

4. Responsible for the review, audit and certification of all 
financial transactions occurring at each of the installations in the 
area. 


5* Responsible for complying with the provisions of the Financial 
Accounting Procedures for Property (Manual Method), l.e*, 

financial accounts are maintained covering property tratisaction^and 25X1 A 

the preparation of financial property reports for submission to Head- 
quarters on a timely basis* 

6. Interprets and implements Headquarters and other applicable 
financial regulations, handbooks. Administrative Plans, Fiscal Annexes, 
directives, and instructs appropriate installation personnel accordingly. 

7* Furnishes technical guidance and direction to Station personnel 
assigned responsibility for maintenance of accounts, submittal of 
financial and budgetary reports and custody of official funds. 
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S* Reviews and interprets the financial requirements of ell 
incoming document* in order to determine the effect upon the station** 
activities. 

9. Determines that all correspondence (finance) is in accordance 
with applicable regulation* and Handbooks, that it is in proper form, 
and that the text Is clear, accurate and concise. 

10. Supervises the reduction and disposal of financial records 
in accordance with regulations or handbooks. 

11. Maintains liaison with other agencies and commercial organi- 
sations where appropriate, in connection with funding and other fiscal 
matters. 

12. Assures that accounting reports are submitted currently from 
operations serviced end that delinquent, suspended or disallowed items 
are cleared without delay. 

13* Guides and advises individuals handling funds and accountings 
of the proper practices, procedures, methods, for the purpose of comply- 
ing with regulations, handbooks, and other pertinent financial instruc- 
tions received from Headquarters. 

14. Establishes and reviews financial and control procedures for 
the station and other operations serviced within the srea subject to 
prescribed general Headquarters policies and procedures. Reviews and 
analyses the status of operation* and other advances and takes appro- 
priate administrative action to effect settlement within established 
due dates. Advises the Chief of Station on technical matters and 
responsibilities relating to the Financial Management Improvement 
Program. Advises operating personnel on financial matters concerning 
their specific activities both in an operating and a planning stage. 

15. Computes and processes salary due on local hire contract 
employees. Establishes and maintains payroll and tax records on 
local hire contract employees and field allotment (salary) records 
on staff and other contract employees. Advises station personnel 
of their tax responsibilities. 

id* Supplies information to Headquarters regarding long and 
short term trends end projections in monetary exchange rates in this 
area* 


17. Receives budget instructions from Headquarters and instructs 
principal operating officials in the preparation of the budget estimates 
for their components. Reviews the estimates for adequacy and consoli- 
dates into final form for submission to Headquarters. 
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18* Provides assistance and guidance to operations officials 
in the formulation of the financial requirements for new project or 
activity proposals, Administrative Plans, and Fiscal Annexes for 
submission to Headquarters for approval* 

19* Performs related work as required. 

IX* SUPERVISION AND GUIDANCE 

Under the administrative supervision of the Chief of Station and 
the technical supervision of the Chief, finance Division, Headquarters. 
Written guides for the position are Agency Regulations, Handbooks, 
issuances from the Office of the Comptroller, Finance and Budget 
Division, Admini strati ve Plans, and fiscal Annexes for Projects. 
Considerable amount of work performed by the Incumbent is done without 
detail procedures, however, written guides for the project may be 
utilized. 

III. QUALIFICATION REQUUtMEHTS ; 

As prescribed by Qualification Standards* 

IV. DISTINGUISHING FEATURES ; 

This position is distinguished from lower grade positions by the 
fact that this position has full responsibility and accountability 
to the Comptroller, Headquarters, for auditing, certifying and 
reporting all accountings and claims submitted by operational projects, 
activities and installations serviced in the area. It la a dual 
position comparable to a Senior Certifying Officer Position in the 
Operations and Liaison Branch; Senior Accountant in the Accounts 
Branch, Finance Division and a Senior Budget Analyst, Budget Division, 
at Headquarters. This position is the Senior finance Officer in the 
area. 

In addition, this position requires considerable contact with the Chief 
of Station, Operational Officers and Case Officers to provide assistance, 
advice and guidance on financial matters for the operations and activities 
the area is responsible for. The incumbent in this position has full 
responsibility, as the Official Custodian, for the control and safe- 
keeping of funds transferred from Headquarter®, transferred from other 
installations or obtained in the area through approved funding devices. 
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1 6 JUL 1958 


MEMORANDUM FOR; 

Chief, Position Evaluation Division 


mmm 

I 

ssa/dds 

25X1 A6a 

25X1 A6c 

SUBJECT 

t 

Finance Positions, mm 

BEFEREMCE 

$ 

dated 13 Hey 1958 



1, The above reference presented etron^rrouwnts for the 
creation of two new finance positions at This reference 

indicated that at the same time the number of persons employed 
in the Finance Branch was being reduced from nine to five, the 
workload had increased tremendously because of new responsibilities . 


25X1 A6C 


\ 


2, The Chief of Station, has proposed that two new 

slots be established to help take care of the in creased workl oad. 
These Jobe are a OS-12, Budget and Finance Officer and a~5S-ll, 
Finance Officer (FPA) . As a compromise, however. it is re quested 
by this division th at onl y the first j ob be establis hed by abclish- 
ing slot 2752. Fiscal clerk, OS-57 ~ and convert! ng~Tt to a Budget 
and Finance officer position, GS112. 



3, The referenced dispatch, with supporting position descrip- 
tions, is forwarded herewith to be of assistance in establishing 
Hie slot and evaluating the positions. 



Enclosure s; 

25X1 A6c HIH end 

Supp. pos. des. 
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Page Z 


3. A critical situation has developed in the auditing of station accou nts 
and the administration of the station budget . As a background of the present 
problem, the following resum£ is provided. Prior to the phase-out of 25X1 A6a 

Station and the cutback of the FE Support Base during 1955-1956, the Finance 
Branch was able to obtain TDY personnel from those installations to assist 
during period of peak work-load. During 1957, the Staff was temporarily 
augmented by the transfer of five employees who brought their T/O slots 
from the Support Base and Station. These slots reverted to Headquarters 25X1 A6a 

upon completion of the incumbents 1 tour. A comparison of the staff positions 
allotted to the Branch one year ago with those at the present time is as follows: 



One of the key people in the presently reduced staff is 25X1 A9a 

who. departs in July 1958. Although Branch personnel have worked heavy over- 
time schedules and w r e have combined activities and functions, reassigned 
duties, streamlined procedures, eliminated non-essential functions, and made 
maximum use of contract wives for clerical services, it will not be possible 
to provide adequate financial support to the station unless a senior experienced 
finance officer is provided to assume the duties now performed by^^^^^| 25X1 A9a 

The duties and workload to be performed by the incumbent are stated in the 
attached position description. 


ftJC f- fi r T 
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4 Although there has been a general reduction of station positions over the 
f mar Am has been no proportionate decrease in station activities. In 
fact. ieUlction^ Lx .iff positions has been counterbalanced by ^additional 
military personnel and technical representatives assigned to tnc 
project! P Th« iinnncn problem, involved in Ihe admini.trativn .opport ol these 
P er.o™.l ... considerably greater than those encountered in servtomg stall 

employees. 

c In January 1957, the Finance Branch assumed the responsibility for the 
i^TndiLo^. ^ ing Office which is responsible for the payroll of all uidigenons 
Employees and for the processing of all financial documents m connection with 

lnral Procurement. As a result of this disbu rsing activity, i manual Property 
local procurement. Aba ^^^ t , rs0nne l, the volume of financial 25X1A2q 

Accounting, and the servicing of ^^»- rb ° nneA » s -adilv During 9 

transactions handled by the Finance Br.non mcr.ased .mad 1, Du 

fiscal year 1956, the Branch processed an average of Z.)4 _ P 

DurSe fiscal year 1957, an average of 337 vouchers per montn were processed 
During y d an average of ^00 vouchers per month were pro- 
in the central finance office and an average r fiTririce 

cessed in the ra“ge of vouches 

in addition, there arc between 800 and iZOO FPA vouchers 
forwarded to Finance Branch for processing each month. 

The personnel problems of the Finance Branch were „ cv „ AOa 

’ ■ during their recent visit bo this station. ZOAIA^© 

;=:.s ‘ 

to carry out the finance responsibilities. 25X1 A2e 

the problems of the Finance Branch. 

7 It is requested that the two positions of Finance Officer, GS-1Z, and 

Finnic Officer (FPA), OS-1., be c.iabli.h.d ... * ■*«•—* " 

assigned at the earliest practical date. 

25X1 A2e 


Enclosures: HEREWITH 
Two positions descriptions 

8 May 1958 



Distribution: 

3 - C/FE w/encls. in trip. ea. 

1 - C/Audit Staff w/1 end. ea. 

1 - Comptroller w/1 end. ea. 

1 - C/Finance Division w/1 end. ea. 


CEPPCT 
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25X1 A 


POSITION DESCRIPTION 


FINANCE OFFICER (FPA) - GS-ll/9) 

Natu re and Purpose of Work 

The position is that of Finance Officer (FPA), within the 
Station Finance Office* The finance office^ mission is to provide financial 
anapport for the Station. This support includes the fields of budgeting, 
funding, accounting and auditing. The finance office operates under the 
Class A accounting and reporting procedure. The incumbentoftheposition is 
under the general supervision of the Chief of Finance, and 25X1 A6a 

has iiwnediate responsibility for maintaining a system (nSnua^method^of 
establishing financial accounting for property and handling and recording 
all .transactions pertaining to the acquisition, use, and disposal of property 
at Station. 

Duties 

Responsible for supervision, coordination and operation of the system 
(manual method) of financial accounting fo^^ropert^in accordance with the 
principles and procedures prescribed in This involves the 

followings 

1. Establishing and maintaining FPA records, such as: (a) General 
Ledger, (b) Posting Journal, and (c) Supporting Subsidiary Files 
and Records required for certain general ledger accounts* 

2. Establishing and maintaining prescribed control and subsidiary 
accounts. (There are about 1? control accounts and 25 subsidiary 
accounts currently in use.) 

3. Preparing and submitting to Headquarters the following monthly 
reports : 

(a) Trial Balance of Property Financial Accounts 

(b) Schedule of Cost of Property Issues and Cost of Property 
Returned to Stock 

(c) Schedule of Cost of Property Sold and Property Turned-In for 
Credit. 

(d) Analysis of Account No. U95, Accountability to Headquarters . 

li* Preparing and submitting to Chief , in Field and at 25X1 A2d1 

Headquarters monthly statement of activity in family group 5 
accounts* 

5. Recording in the records and accounts on a current basis all 
documents relating to property subject to FPA procedures. This 
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involves extending and totaling each property transaction document; 
reviewing each document to ascertain correctness of accounting 
data shown; recording each document in the posting journal which 
is the basis for postings to the general ledger accounts. There 
are about 800 to 1200 property documents recorded in the "PA 
records and accounts each month* 

6. Establishing and maintaining procedures for clearance of Accounts 
Payable, covering (l) property procured locally for easily 
(2; credit procurement from official agencies of our country with 
payment to be effected at Headquarters, (3) credit procurement 
from official agencies of our country which are for payment or 
application to Advance Accounts controlled in the field* Prepa- 
ration of necessary journal entries to adjust the affected accounts 
and establish accountability to Headquarters. 

7* Establishing and maintaining procedures for handling sales of 
property to assure (l) proper documentation of each sale* 

(2) compliance with existing laws and regulations governing such 
sales, (3) billing and establishment of appropriate record of 
airounts receivable from recipients of the property, (U) collection 
and tum-in of cash proceeds from each sale, and (5) that proper 
entries and adjustments are made to the FPA and Finance accounts 
for such transactions. 

8. Preparation of journal entries necessary for the monthly closing, 
and preparation of journal vouchers for adjustment of differences 
in Finance and/or FPA records. 

9. Joint (FPA Finance Officer and the Accountable Officer) .recon- 
ciliation of general ledger accounts with stock: recoru cards 
representing property on hand, in use, and on loan to others. 

Upon completion of reconciliation, the FPA Finance Officer will 
effect necessary adjustments to the financial accounts aixi notify 
the Accountable Officer of any required adjustments to the stock 
record cards* 

10# Initiating and answering correspondence concerning FPA matters. 


r rflnfiT 
ife^DPstro 


’01 24OA00OSQW60002-3 

-nrinnrrinftf- 


umim m 
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POSITION DESCRIPTION 


BUDGET /FINANCE OFFICER - GS-I2 


25X1 A6a 


Officr, »ho 1. Deputy Chief 

- wSLTSJBIUS^™ The finance office's mission is to provide 
financial support for the Station. This support includes the fields of 
W^tine f unding , accounting and auditing. The finance office operates 
2£*&c£^.£»tl»^d uepurtlnf precriure. 

the position is under the immediate supervision of the Chief of Finance. 
22£2fbl8 for advising and assisting the Chief of Finance in the 

sass'Ss-^s s& 25X1A6a 

S^aUon of the annual budget exercise 
require^s^romparatively brief period, budgetary problems demand constant 
disposition throughout the entire year because of the large numbe 
operational projects and support activities at this Station.; 

Budget Officer incumbent is responsible for coordinating and 

see: 

s~Ss^ 

tof gt 'Sls.tion of funds, d.t.niuutlon of dlo«oot require 

Sr . -sees 

w^uSf. sssinss „ 

ss-sess 'ss.ss’ss: s-^ssra* j^s “ 

^mdin^ requirements , and coordinates their budget amendments and 
preparation of FPOP*a* 

Supervises and/or performs the following audit activities: 

(1) Audit, reconciliation and voucher preparation 

' operational project and support accountings, special depos 
and working fund accounts# 

(2) Audit and voucher preparation of weekly ^countings by the 

1 } xadlgano us Disbursing Office, Procurement, and Construction. 
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25X1 A2g 


■ coMriDanw t: 


(j)' Jtaithly audit an d reconciliati on of books and records and advance 
Accounts for preparation of write-off 

justmexit voucher, and submission to Headquarters of the 
Operation statement* 


25X1 A2g 


(i) Periodic site audit of books and records of project offices, 
sub-bases and other components having large advance accounts; 
reviewing their internal accounting procedures and recommending 
where necessary appropriate changes for improving the handling 
and submission of these accountings* 


(5) Examin ation and voucher preparation of T/A l s involving operational 

projects. 

(6) Follow up and clearance of audit exceptions. 

(f) Maintaining constant liaison with all operational elements at the 
Station and providing assistance and advice on their funding and 
accounting problems. 

■ £ 

Conducts liaison with airline concerns, commissaries, etc., and arranges 
for charge accounts or other payment plans covering local purchase of trans- 
portation, passage, food products, etc.; makes payments in a secure manner; 
prepares necessary vouchers and accountings for such transactions* 


Responsible for financial administration of the military personnel 
assigned to the Station. 


Initiates correspondence relative to above activities. 


Performs other duties as assigned by the Chief of Finance. 
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